Audio To Text Fidelity - Procedure Guide 

Proofreading using Trello - oTranscribe - Google Docs 


Prerequisites for Trello: 

• In order to gain access to the Trello team, you need to have been pre-invited by an 
Admin (via email invite) using a valid email address (preferably gmail). 

Prerequisites for Google Docs: 

• You will need to be able to access the Google Docs folder “1st Read” (or “2nd Read” for 
second readers) - you need to use (or create) a Google mail email address e.g., 
email@gmail.com. This email address has to be with Google otherwise you will not have 
access. The Admin will give you access to the folder(s) with this email ID. 

After receiving an invitation email from Trello, register your Trello account with a username and 
password then login at https://trello.com/loain 

Log in to Trello 

or create an account 

Email (or username) 

your-email@gmail.com 

Password 


Log In 


G Log in with Google 


Upon logging in, you will see the team Audio To Text Fidelity on the left. 


TEAMS 


3 Audio To Text 


Fidelity 


i 










Click on this team and you will see the board you are registered with (for this example we will 
use the board “1970”). 


1970 


Once inside the board, you will see several lists representing months of the year. 



Make sure you have been advised which list to access and what card(s) you will be assigned to 
read. Click and open the appropriate card you will be reading. 

For this example we are using 701104 - Conversation - Bombay. 


S 

701104 - Conversation - Bombay 

in list October to December B71 



LABELS 

ADD TO CARD 


1 1 

<2> Members 



<£> Labels 

' '' 

Description Edit 

B Checklist 


https://otranscribe.com 

© Due Date 


Attachments 

i# Attachment 


701104 - Conversation - Bombay ' 

#\ Added Mav 18 at 7:18 AM - Comment - Remove - Edit 

POWER-UPS 



ft Google Drive 


Audio File * 

Get More Power-Ups 


| INK Added Mav 1? at 3:01 AM - Comment - Remove - Fdit 

ACTIONS 


Add an attachment 

-> Move 



0 Copy 

P 

Add Comment 

® Watch 

3 

Write a comment... 

S Archive 


® (3 © Q 

Share 


X 
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You will notice two attachments. Click and open the attachment “Audio File”. 


Attachments 



701104 - Conversation - Bombay ^ 

Added May 18 at 2:33 AM - Comment - Remove - Edit 


# Attachment 

POWER-UPS 
& Google Drive 



LINK 


Audio File * 

Added May 12 at 3:01 AM - Comment - Remove - Edit 


Add an attachment 


Get More Power-U ps 

ACTIONS 

Move 

0 Copy 


This will now open a new tab in your browser. The audio file is represented as a player. 
On the right side of the player are three dots. Click on these dots. 



A popup will appear “Download”. 



Click this and your audio file will download to your computer (usually to the folder “Downloads”). 
Now you can close this tab as we will no longer be using it. 


3 











Return to Trello and click on the text attachment. 


Attachments 



701104 - Conversation - Bombay ? 

Added May 18 at 2:33 AM - Comment - Remove - Edit 


Audio File * 

LINK Added May 12 at 3:01 AM - Comment - Remove - Edit 


Add an attachment 


# Attachment 

POWER-UPS 

A Google Drive 

Get More Power-U ps 

ACTIONS 

-> Move 

0 Copy 


This will open a new tab in your browser where we will be using Google Docs. 
The text document will look like this. 


701104 - Conversation - Bombay k 

File Edit View Insert Format Tools Add-ons Help Last edi t was made on 18 May by Vamseva dasa 


K' ^ 6 ^ ? 


100% Normal text ▼ Arial 

2 1 V 


11 

2 3 


- B I U A go Q 


10 11 


= -= = 1= 1 = - i= - IE != ^ 

12 13 14 15 16 ^ 17 18 19 


Editing 


prabhupada: One of our relatives, long, long ago, he happened to be, as my grandmother..., my 
cousin's, oh, grandfather. He went to England in those old days, and he became a (indistinct) 
doctor, very... When he came home, the brahmanas prescribed that "You went to England, so 
you have to make this prayascitta and this and so many prescription, and unless you follow the 
prayascitta (atonement) you cannot live at home. Then your family will be extricated." So when 
these things were presented to him he said, "Then I am going out of home." His mother and 
father, everyone requested that... 


(Hindi conversation about Christians and Muhammadana ) 
(break) Go on. 


Harhsaduta: "(indistinct) Chicago had observed that he was a construction worker doing a 
sudra's work. It would not become necessary to allot the three lower castes to the foreign 
converts according to their professions. This will not be an easy task. Talking of profession 
reminds me of a still graver problem—that of the occupation or profession of the white sadhus. 


If I am not mistaken, the Krsna consciousness movement would turn out legions of new white 
sadhus in the West whose only aim in life would be to propitate (sic) their Lord Krsna. They 
would be steeped in the bhakti-rasa and would not soil their hands with doing any work for such 


Select all the text in this document - i.e., Edit > “Select All” OR click anywhere inside the text 
and hold down CTRL plus the A key (Mac users COMMAND plus the A key). 
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Right click on the selected text and choose the option “Copy” OR use CTRL plus C (Mac users 
COMMAND plus C). 


|o, he happened to b 
^ those old days, anc 
anas prescribed that 
so many prescription 
e. Then your family v 
len I am going out ot 


Cut 

lP Copy 
O Paste 

Cp Paste without formatting 
Delete 


Ctrl+X 

Ctrl+C 

Ctrl+V 



Ctrl+Shift+V 


You can close this tab as it will not be needed anymore. 


Return to Trello and click on the otranscribe.com link in the description area of the card. 


Q 701104 - Conversation - Bombay 

in list October to December (37) 

LABELS 


New 


— Description Edit 



https://otranscribe.com 


0 Attachments 



ADD TO CARD 
& Members 

<s> Labels 

B Checklist 

© Due Date 

<# Attachment 


This will open a new tab in your browser for our oTranscribe platform. 
Click on the button “Start transcribing”. 


oTranscribe BETA 

A free web app to take the pain out of transcribing recorded interviews. 


Start transcribing 


No more switching 
between Quicktime 
and Word. 


Pause, rewind and 
fast-forward without 
taking your hands off 
the keyboard. 


Interactive 
timestamps to 
navigate through 
your transcript with. 


Automatically 
saved to your 
browser's storage 
every second 


Private - your audio 
file and transcript 
never leave your 
computer. 


Export to Markdown, 
plain text and Google 
Docs. 


Video file support 
with integrated 
player. 


Open source under 
the MIT license. 
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Select and delete all text within the white box. 


oTranscribe Help 9 English <1 


Choose audio (or video) file 


or YouTube video 


Click anywhere inside the white area and paste the text into this box i.e., hold down CTRL plus 
V (Mac users COMMAND plus V). 

You should now see the text you copied from Google Docs. 


This is the sentiment of Vaisnava . They cannot see the suffering humanity. They always try 
to reform them and to get them as... Not only the devotees; the Lord also, He is so 
compassionate He sends His son, His most confidential son, Jesus Crist . He comes 
Himself, He sends His incarnation, He sends His knowledge. Just like this Bhagavad - qTta is 
knowledge. He speaks Himself about this knowledge. His representatives are there by 
dis ciplic succession. So we can take advantage of all these things. Still, there is Krsna. Still 
there is speaking Krsna and His representative, and everything is there. Simply we have to 
take advantage. That's all. But the spell of maya is so strong that it does not allow. 


Using the blue button, load the audio file you downloaded earlier (should be located in your 
Downloads folder). The file name will start with a similar number to 701104R1 ending with .mp3 


© 

Choose audio (or video) file 
or YouTube video 
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ne 

Date modified 

Type 

Audio To Text 

15/07/2019 521 PM 

File folder 

Document Backup 

23/06/2019 3:57 AM 

File folder 

Graphics 

12/07/2019 4:33 AM 

File folder 

Vani Village 

6/07/2019 6:27 AM 

File folder 

Vanisevant Pics 

14/07/2019 5:56 PM 

File folder 

Videos 

21/05/2019 10:51 PM 

File folder 

701104R1 - BGM BAY.mpB 

15/07/2019 3:28 PM 

MP3 File 


Once the audio file has loaded, you will see the title at the top of the page. 



Notice on the left side of the page some player controls like Play, Rewind or Fast Forward. You 
can use these to control to rewind or fast forward the audio file, if you require to hear something 
over again or skip ahead. 



On the right side is located the time counter. 



This is especially useful for second readers who need to locate changes. 

By clicking the “speed” icon, you can slow down or speed up the playback speed. 


ibe ► « ►► 

speed 



F3 - 1- 

- F4 
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Click the Play button and begin to proofread the audio against text. When you encounter an 
error in the text, you will need to insert a timestamp BEFORE the word that should be changed. 
In this example we will use the word “Crist”. 

Click before the word then click on the clock icon on the right side (hover first with mouse). 

You can also use CTRL plus J. 


This is the sentiment of Vaisnava . They cannot see the suffering humanity. They always try 
to reform them and to get them as... Not only the devotees; the Lord also, He is so 
compassionate He sends His son, His most confidential son, Jesus (00:14) |Crist . He 
comes Himself, He sends His incarnation, He sends His knowledge. J^iyike this Bhaqavad - 
gTta is knowledge. He speaks Himself about this knowledge. His represlmatives are there 
by disciplic succession. So we can take advantage of all these things. sSlI, there is Krsna . 
Still there is speaking Krsna and His representative, and everything is there. Simply we have 
to take advantage. That's all. But the spell of maya is so strong that it does not allow. 


B 

I CTRL+I 


o 



121 words 

•j) 

^T) MPORT 
\Q EXPORT 


Now click AFTER the word, insert (within brackets) the suggestion code. For this example we 
will use “SW” (suggested word). 

After the suggestion code, type the word you think should replace the original word. 

In this example we are using “Christ”. 


This is the sentiment of Vaisnava . They cannot see the suffering humanity. They always try 
to reform them and to get them as... Not only the devotees; the Lord also, He is so sends .. 
. He sends His son, His most confidential son, Jesus (00:14) Crist SMPWBT He comes 
Himself, He sends His incarnation, He sends His knowledge. Just like ttJ>Ch"irjn- nl- qTta is 
knowledge. He speaks Himself about this knowledge. His representativelare there by 
disciplic succession. So we can take advantage of all these things. Still, tnere is Krsna . Still 
there is speaking Krsna and His representative, and everything is there. Simply we have to 
take advantage. That's all. But the spell of maya is so strong that it does not allow. 


a 

i 

o 

o 

4D 
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Here is a list of the suggestion codes we are using. 


Coding to Place Around Your Edits 


SW ("word") 

Suggesting a Word 

MR ("reference") 

Missing a reference 

MW ("word"} 

Missing a Word 

EW ("word 11 ) 

Extra word in the transcription 

SM ("Correct spelling"} 

Spelling Mistake 

PM ("Correct Punctuation”) 

Punctuation Mistake 

IT ("Transcription") 

Indistinct Transcription 

HT ("Translation") 

Hindi Translation 

BT ("Translation") 

Bengali Translation 


Now select the entire suggestion (including the original word AND timestamp) and click the Bold 
icon (or you can use CTRL plus B). 


This is the sentiment of Vaisnava . They cannot see the suffering humanity. They always try 
to reform them and to get them as... Not only the devotees; the Lord also, He is so sends .. 


Crist (SW: Christ 


He comes 


. He sends His son, His most confidential son, Jesus (33 
Himself, He sends His incarnation, He sends His knowledge. Just like this Bhagavad - gTta is 
knowledge. He speaks Himself about this knowledge. His representatives are there by 
disciplic succession. So we can take advantage of all these things. Still, there is Krsna . Still 
there is speaking Krsna and His representative, and everything is there. Simply we have to 
take advantage. That's all. But the spell of maya is so strong that it does not allow. 



126 words 

HISTORY 
43 IMPORT 
& EXPORT 
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Your finished suggestion should look like this. 

NOTE : The timestamp won't show bold here, but will show bold when exported to Google Docs. 


jvotees; the Lord also, He is so sends . 

s (00:14) Crist (SW: Christ). He come 
lowledge. Just like this Bhagavad - gTta it 


You have successfully completed one suggestion - continue listening and reading until the end 
of the lecture (or conversation). 

Check your suggestions for any errors. 

Once you are happy with your changes, we need to export the amended transcription. 

Click on the Export icon. 


This is the sentiment of Vaisnava . They cannot see the suffering humanity. They always try 
to reform them and to get them as... Not only the devotees; the Lord also, He is so sends .. 

. He sends His son, His most confidential son, Jesus (00:14) Crist (SW: Christ). He comes 
Himself, He sends His incarnation, He sends His knowledge. Just like this Bhagavad - gTta is 
knowledge. He speaks Himself about this knowledge. His representatives are there by 
disciplic succession. So we can take advantage of all these things. Still, there is Krsna. Still 
there is speaking Krsna and His representative, and everything is there. Simply we have to 
take advantage. That's all. But the spell of maya is so strong that it does not allow. 


B 

I 

0 


1592 words 


o 



When you click the Export button, a popup box will appear asking you to sign into a Google 
account. Use the email address the Admin would have received from you. 


Google 

Choose an account 


->o 


Vani Servant 

vaniservant@gmail.com 


Use another account 


Signed out 


Remove an account 


NOTE: If your account is not visible, select “Add another account” and add the correct email 
address that you sent to the Admin. 
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If the popup windows does not appear, refresh the page OR use otranscribe.com in another 
browser like Chrome or Firefox - copy and paste your text there and try exporting again. 

Once you have signed in successfully you will notice a menu. At the bottom of the popup box 
you will see “Send transcript to...” click on the “Google Drive” button. 


England in those old days, and 

)ITH 

/as 
im< 
is v 
/er 

0 


Download transcript as. 
Markdown (.md) 


Plain text (.txt) 


3 

4D 

► cr 


oTranscribe format (.otr) 


Send transcript to... 

Google Drive 


l(S 

SCO 

ofessions. This will not be an 



Wait for a few seconds and the document will be saved to Google Drive. 

When the document is saved, you will see the button change to “Open in Drive”. 



Click this button and Google Docs will now open your document in a new tab. 
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Transcript exported Tue, 16 Jul 2019 02:47:46 GMT 

File Edit View Insert Format Tools Add-ons Help Last edit was seconds ago 


*"\ st * Qi A, 100% ▼ Normal text ▼ Arial ▼ 11 ▼ B _Z" U A GO Ej] H T — — — — J— 1= j— ▼ <= ► = ^ 



1 


4 


7 


This is the sentiment of Vaisnava. They cannot see the suffering humanity. They always try to 
reform them and to get them as... Not only the devotees; the Lord also, He is so sends ... He 
sends His son, His most confidential son, Jesus 00:14 Crist (SW: Christ). He comes Himself, 
He sends His incarnation, He sends His knowledge. Just like this Bhagavad-gTta is knowledge. 
He speaks Himself about this knowledge. His representatives are there by disciplic succession 
So we can take advantage of all these things. Still, there is Krsna. Still there is speaking Krsna 
and His representative, and everything is there. Simply we have to take advantage. That's all. 
But the spell of maya is so strong that it does not allow. 


CN 


Check to see all your suggestions were preserved. 

Go back to Trello and select and copy (CTRL C) the title at the top of the card. 


Q 


701104 - Conversation - Bomba 


in list October to December (371 


X 


LABELS 


New 


ADD TO CARD 
& Members 

<°> Labels 


Return to Google Docs and select the whole title “Transcription exported....” - replace the old 
title by using paste (CTRL V). 



L 


ranscript exported Tue, 16 Jul 2019 04:07:22 GM 


Jin My Drive 


File Edit View Insert Format Tools Add-ons Help Last edit was seconds ago 


^ O 3 7 1 


100% ▼ Normal text ▼ Arial 

1 • 


ii - b i u a *♦ 

' • 1 2 ~ 


You should now have a new title that matches the title you copied from the Trello card. 


701104 - Conversation - Bomba 


U 


in My Drive 


File Edit Vie 

@ ^ 7 1 



sert Format Tools Add-ons Help 

0% v Normal text ▼ Arial 
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Now we need to insert the word “ - FIRST READ” all capitals and using a hyphen. 
Your title should now look like this. 




1 ^ | 701104 Conversation - Bombay 

in My Drive 

File Edit View^nsert Format Tools Add-ons Help 

Last edit was 6 minutes 

itn m q) A/ f 0% ▼ Normal text ▼ Arial ▼ 

ii - B I U 

1 ▼ ■ 1 ' l 

1 2 


Now click away from the title anywhere in the document - this will auto save the document with 
the new title. We are using this title as an example only, use the actual title from the Trello card. 
Next we need to move this document to a folder named “1st Read” (the Admin should have 
already given you access rights with the gmail address you used to sign into Google when you 
exported the document earlier, make sure that has been done). 


To move the document, simply click on the small folder icon (next to the star icon). 



701104 - FIRST READ - Conversation - Bombay 

File Edit View Insert Format Tools Add-ons Help Last edit was 19 minutes ago 


^ ^ w %/ 7* 

100% ▼ 

Normal text ▼ 

Arial 

▼ 

ii - c-d Q Q t =: = := = 



1 

1 ▼ ' 


1 2 3 4 5 


liil Outline 


Now you will see a popup box. We want to navigate back by clicking on the arrow to the left of 
"My Drive". 


My Drive a 
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You should now see a list. Click on the arrow to the right of "Shared with me". 


Drive 



My Drive 


LD Computers 

Shared with me 
★ Starred 


x 


Move here 


You will now see the "1st Read" folder. 



Shared with me 

1st Read 
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After selecting the 1st Read folder, the “Move” button will appear at the bottom of the box. Click 
the “Move” button. 




Move 


After clicking the move button, the “OK” button will appear. Click the OK button. 


" i- 1 


r, very., 
ave to r 
scitta (; 



OK 


Cancel 


bed 
scrip 
farr 
ig oi 


You will now see a confirmation message telling you the move was successful. 


jQp _ D/^rv>k^\/ 

Ac j c "701104 - FIRST READ - Conversation - Bombay" has been moved from My Drive to 1 st Read. Undo 


Dismiss 



Arial 


11 - B I U A *♦ c: n B- =: = 3 = t= li= - i= - 3 3 * 


Click “Dismiss”. You have successfully moved your document to the 1st Read folder. 


Now we need to create a shareable link. Click on the blue “Share” button on the right side of the 
document. 




7 


Share 


# Editing A 

A 


Now you will see a popup box. Click on “Get shareable link”. 


Share with others 



Get shareable link go 


People 

(Enter names or email addresses... f ▼ 

Shared with Madhu Kothari, Soham Pramanik and 3 others 
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This should now appear. Click “Copy link”. 


Share with others 


Get shareable link 



Link sharing on Learn more 


Anyone with the link can view ▼ 



Copy link 


https://docs.google.eom/document/d/1LTSv8UP6c7wzyH5G0bEiif21TA06pyZdjVnZl 


Now click the blue “Done” button. 

People 

Enter names or email addresses... f ▼ 

Shared with Madhu Kothari, Soham Pramanik and 3 others 


Done 


Advanced 


Return to Trello and click on the “Attachment” button on the right side of the card. 


— Description Edit 
https://otranscribe.com 


Attachments 




701104 - Conversation - Bombay ^ 

Added May 18 at 2:32 AM - Comment - Remove - Edit 


B Checklist 
© Due Date 
# Attachment 

POWER-UPS 

Google Drive 


You should now see a box “Attach a link”. Click on this box and paste the link (CTRL V). 


Attachments 


OneDrive 



701104 - Conversation - Bombay * 

Added May 18 at 2:32 AM - Comment - Remove - Edit 


Audio File * 

LINK Added May 12 at 3:01 AM - Comment - Remove - Edit 


Attach a link 


TA06pyZdiVnZDU5Z9l4 /edit? usp =sharinq 


Link name (optional) 


Attach 


Add an attachment 


Tip: With Power-U ps, you can attach 
conversations from Slack, pull requests from 
GitHub, and leads from Salesforce. 
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Return to Google Docs and select and copy the title from the document. 



01104 - FIRST READ - Conversation - Bomba 


File Edit View Insert^Format Tools Add-ons Help 

S T 3 100% Normal text ▼ Aria! 


in 

Le 



Go back to Trello and paste this title into the “Link Name (optional)” box. 


Attachments 



701104 - Conversation - Bombay ^ 

Added May 18 at 2:32 AM - Comment - Remove - Edit 


Audio File ^ 

LINK Added May 12 at 3:01 AM - Comment - Remove - Edit 


OneDrive 

Attach a link 

https://docs.google.eom/document/d/1Ll 

Link name (optional) 

34 - FIRST READ - Conversation - Bomba>| 
Attach 


Add an attachment 


Tip: With Power-U ps, you can attach 
conversations from Slack, pull requests from 
GitHub, and leads from Salesforce. 


Now click the “Attach” button. 


Attachments 


OneDrive 



701104 - Conversation - Bombay ^ 

Added May 18 at 2:32 AM - Comment - Remove - Edit 


Audio File ^ 

LINK Added May 12 at 3:01 AM - Comment - Remove - Edit 


Attach a link 

https://docs.google.eom/document/d/1Ll 


Link name (optional) 

701104 - FIRST READ - Conversation - Boi 



Add an attachment 


Tip: With Power-U ps, you can attach 
conversations from Slack, pull requests from 
GitHub, and leads from Salesforce. 






















You have now successfully attached the Google document link including the document name. 
There should now be 3 attachments in the list with yours at the top. 


Attachments 


# Attachment 



701104 - FIRST READ - Conversation - Bombay * 

Added just now - Comment - Remove - Edit 


POWER-UPS 
& Google Drive 



701104 - Conversation - Bombay ^ 

Added May 18 at 2:32 AM - Comment - Remove - Edit 


Audio File ^ 

LINK Added May 12 at 3:01 AM - Comment - Remove - Edit 


Get More Power-U ps 

ACTIONS 

Move 

O Copy 


You can now close the card by using the X in the corner (or just click away from the card to 
close it). 
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